Post Journals

Scope

The SFA CFO Accounting Division posts ajournal batch manually using
SFA FMS.

System References
N/A

Policy

N/A

Responsibility

SFA CFO Genera Ledger SuperUser

Distribution
N/A
Ownership
N/A
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Activity Preface

SFA CFO General Ledger SuperUser

The following procedure details how to manually post a journal batch in
SFA FMS.

E%Navigatm - 5FA CFO General Ledger Super User | (O] x]
Action Edit Guens Goo Ealder  Skecial Help

Functions

Journals:Post

Post journals

- Journals
Enter

Encumbrance
+ Import
+ Define
+ Generate

Account
Average
Budget
Funds Add Remove
Journals

Close Other Forms

1. From the “Navigator” window, Double-Click Journals. The Journal
ub- menu appears.

2. Click Post and click the Open button. The “Find Journal Batches”
window appears.
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Eg_g Find Journal Batches _ {01}

Action Edit Query Go  Folder Special Help
Period Balance Type ‘A“Y “'|
Batch {LJC% |

~ Total

Entered Debit | |
Entered Credit |
Control | |

Clear | Find

3. Typethe period of the journa to be posted in the Period field.

4. Tabto Batchfield and type the name of the batch that you need to
find.

NOTE: You do not have to enter any search criteriain the Find Journa
Batches window. If you do not enter any search criteria, you will see al
journal batches in the system when you click on the Find button.

FY1: The % sign can be used as a wildcard when searching in SFA FMS.
Rather than typing the entire batch name, type the first few characters
followed by the % sign to find all batches with names that begin with
those characters.

5. Click the Find button. The “Post Journals’ window appears with the
records that match your search criteria.
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El'nr.l Joumals [5FA FHES

Aglion Edi Guew @0 olie el Heln

Total Endered
Ealance
Perind Baich Type Diebit Credil Cerkml Tofal
=4 [dann LA LT FENT AL AFFR ] S 45,0000, 00 1%5,008,00{

EE R EEEETR E

- Banch Isfoasnation
Fosd Status Pasanbda Panod Staius  Open
Bsich Ststus  Reoguines fands rese rvation

6. Select each batch to be posted by clicking the checkbox(es)
corresponding to the desired batch. SFA FMS will highlight the
entire batch line in blue.

El'rﬂ:l Joumals [GFA IFHE )

Aebior) Edfi Quem @0 ik Skl Help
Total Endered
Eslance
Perind Baich Type Diebit Credil Corkml Tofal
=l [anm LI LT FENT AL AFFR G fc 5,000,00 1% 008,00 ||

E R EEEEEE R

- Bl efom stion
Fost Status Pastabda Fanod Staius  Open
Batch Sistus  Heoguines fands rese rvation

7. Veify that the Post Status field at the bottom of the “Post Journals”
window has avaue of Postable for each selected journal.

8. Verify that the Period Status field at the bottom of the “Post
Journals’ window has a value of Open for each selected journal.
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9. Click the Post button to submit a concurrent request to post the
selected journal(s). A “Note” window appears indicating the request
number of your posting request. Take note of this request ID number.

Egﬁhlute

,/i Your Posting concurrent request 1D
is 9354.

10. Click the OK button on the “Note” window. The “Find Journal
Batches” window appears.

E%Find Journal Batches = E
Action  Edit Query Go  Folder  Special
Window Help
Bare :I g, Oracle Applications Library o
Batch Keyhoard Help.... %
— Total Display Database Error... L

3
Entered Dehit e

Entered Credit | Yiew My Reguests

Cantrol

pAhauti e Ee e

About Oracle Applications. . —

Clear l Find

11. Select View My Requests from the Help menu. The “Find
Requests’ window appears.
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E%Find Requests |- (O] =}
Action  Edit GQuery Go Foider Special Help

£ Wy Completed Requests
My Requests In Progress

" Specific Requests

Marne
Date Submitted

Date Completed

Status w
Phase v
Reguestor | |

¥ Include Request Set Stages in Query
Order By |RequestID |-|

Submit a New Request... Clear | Find |

12. Verify that the radio button next to All My Requestsis selected and
click the Find button. The “Requests” window appears.

Aebion Edil Query G0 =i, Hpacisl Heip
Feafresh Data | Fimd Fegueses Sulbmil a Hew Raqaast.
Feguest IO Famem
| Hama Fles Salus Paramaters:
;qmd Posing Completed  Marmal 1, 50122, 0GR
=
!
Hit il Fgcrt | Wigw Details,, | Views Cungis |
] R P | i el | e Led... |

13. Click the Refresh Data button to update the information on this
window. Thiswindow displays the Phase and Status of your report
request. The Phasesare: Pending, Running, and Completed. The
Statuses are: Normal and Error. Y ou may need to click the Refresh
Data button multiple times until the request is completed.
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-OR-

14. While the datais being refreshed, you can minimize the “ Requests’
window and open the “Navigator” window to work on other tasks. In
order to check on the progress of your requests, maximize the
“Requests’” window, click the Refresh Data button, and view the
Phase and Status.

15. For confirmation that the posting was completed successfully, click
the row for the Posting request and click the View Output button.
The “Report “ window appears displaying the Posting Execution
Report.

Egﬂepull: request ID - 10104 [_{O] =]}
Action  Edit Gusry Goo Foldsr Special Help
Page 1 Font Size m
3FA FMS Books Posting Execution Report =

Valid Journal Entry EBatches =========

Batch MName

LJC-ALLOTMENTADJ-APPROPRIATIONGS1-461001 16-NOWV-00 11:01:06

A1l hatches have completed status check with no errors

-
1 | »

Go To... I« First < Previous | | Hext = Last =| ‘

16. Review the report output for any errors.

FYI1:. Thetable below identifies the potential errors that could appear in
the Posting Execution Report. Based on the type of error, the SFA CFO
Accounting Division must take the appropriate action to resolve the error.
Once the errors have been resolved, the SFA CFO Accounting Division
will need to re-post the journal.

Error
Number Error Description Action
Errorl The batch has a control total violation. Review journal and
modify journal lines or
control total.
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Error2

Selected for posting to aperiod that is not open.

Review journal and
modify posting period or
delay posting until period
is open.

Error3

Showing no journal entries for this batch.

Review journal and add
journal lines.

Error4

Showing journal control total violation.

Review journal and
modify journal lines or
control total.

Error5

Showing multiple problems preventing posting of batch.

Review batch for account
segment, balance,

control total, and period
errors.

Error6

Showing an unbalanced journal entry, and suspense
posting is not allowed.

Balancejournal and re-
post.

Error7

Showing invalid journal entry lines or no journal entry
linesfor this batch.

Review the accounts for
each journa lines.
Verify segments are
correct and active.

17. Click the X button to close the “Report” window. The “Requests’

window appears.

18. Click the X button to close the “Requests’ window. The “Find

Requests’ window appears.

19. Click the X button to close the “Find Requests’ window. The “Find

Journal Batches” window appears.

20. Click the X button to close the “Find Journa Batches’ window. The

“Post Journal” window appears.

21. Click the X button to close the “Post Journal” window. The

“Navigator” window appears.

End of activity.

Copyright Oracle Corporation. All rights reserved.

Posting Manual Journal Entries Using Oracle GL
Effective 07/18/01 Page 8 of 9

PROA0010.DOC
Rev 1




@

Post Journals-
SFA CFO GL
SuperUser

— From “Navigator”
window, Double-Click
Journals. Journal
sub-menu appears.
@)

— Click Post & click
Open button. “Find
Journal Batches”
window appears. (2)

— Type period of
journal to be posted
in Period field. (3)

— Tab to Batch field &
type name of batch
that you need to
find. (4)

— Click Find button.
“Post Journals”
window appears with
records that match
your search
criteria. (5)

— Select each batch to
be posted by
clicking
checkbox(es)
corresponding to
desired batch. SFA
FMS will highlight
entire batch line in
blue. (6)

— Verify that Post
Status field at
bottom of “Post
Journals” window has
a value of Postable
for each selected
journal. (7)

— Verify that Period
Status field at
bottom of “Post
Journals” window has
a value of Open for
each selected
journal. (8)

— Click Post button to
submit a concurrent
request to post
selected journal(s).
A “Note” window
appears indicating
request number of
your posting
request. Take note
of this request ID
number. (9)

— Click OK button on
“Note” window. “Find
Journal Batches”
window appears. (10)

— Select View My
Requests from Help
menu. “Find
Requests” window
appears. (11)

—

Post Journals-
SFA CFO GL
SuperUser

—

I

— Verify that radio

button next to All

My Requests is
selected & click

Find button.
“Requests” window
appears. (12)

Click Refresh Data
button to update
info on this window.
This window displays
Phase & Status of
your report request.
Phases : Pending,
Running, &
Completed. Statuses
: Normal & Error.
You may need to
click Refresh Data
button multiple
times until request
is completed. (13)
While data is being
refreshed, you can
minimize “Requests”
window & open
“Navigator” window
to work on other
tasks. In order to
check on progress of
your requests,
maximize “Requests”
window, click
Refresh Data button,
& view Phase &
Status. (14)

For confirmation
that posting was
completed
successfully, click
row for Posting
request & click View
Output button.
“Report “ window
appears displaying
Posting Execution
Report. (15)

Review report output
for any errors. (16)
Click X button to
close “Report”
window. “Requests”
window appears. (17)
Click X button to
close “Requests”
window. “Find
Requests” window
appears. (18)

Click X button to
close “Find
Requests” window.
“Find Journal
Batches” window
appears. (19)

Click X button to
close “Find Journal
Batches” window.
“Post Journal”
window appears. (20)

Post Journals-
SFA CFO GL
SuperUser

— Click X button to

close “Post Journal”
window. “Navigator”
window appears. (21)

@

B
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